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This Guide has beem preparad 4o sasist in estebliehing
uniform £iling end disposition standerds for all CB Bupport Staf?
records in the DDP Arem ot Headguarters. Adoption of these standsrds
vill incresse the administrative usefulness of records, expedite
thelr disposition when no longsr nesded, end simplify the training
of fils custodisns.

It is the wesponsibility of Chlefs of Support Btaffs to desigpate

a qualifisd individnal es Staff Records Officsr vho shsll eatablish
mmmmmmmmmmmwmam&.

{Bigned)
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Introduction
Genersl

Most of the records created and malnteived by C3 Support Biaffs at
Hoadgnarters relats to the functlons of personnel administration,
logistles, security, financial accounting, and budgat preparation.
Such recoxds are common to all Federal Agencies and their dle-
yosition is governsd by General Records Schedules aporoved by
Congress and issusd by Genexal Sexvices Administration. The records
maintained by the €3 Support Staffs hsve no permanent retention
value, and are scheduled for destructicn after their adminigtretive
usefulness has expired. The Headquarters Offices of Support elements
are the official office of record for C8 Bupport Siaff activities.
They maintsin adequate documsntation of tha orgsnization, functiomns,
policies, and essentisl transactions of the C8 Support Staffs. Any
question regarding the Jocation of an office of record shonld be
nﬂhmndtoﬁhummxhan&auhuummunmxWHMurﬁMm1meﬂu¢r
Records Officer.

Bubject ¥iling
!hssmuﬂmxnmmhuﬁlﬂg:ﬂm:h:ﬂﬂsﬁuﬁb1sbuwaunsmmums

STAT
f ;mﬂ&nmntﬂgtm:mmﬂMJmustnintMnEmﬂmdsunin
Jmmmuzhofﬂusnmmn

mmmmquQNHMMnﬁdmﬂmMs-

1. Coverage. !hmapdn&ﬂmapmmﬂbfﬂﬂmtm@dﬂmmﬂﬂhn
sﬂnﬂuﬁa1hrﬁh:nnnﬂuihﬂmnnd:mgw&umsatﬂNwaibqrun
filed argenisationally in the Staff. It is not the intsnt of these
schedules to require the muintenance of all recoxds described. The
muber of different files in & Staff will very with the size and
functions of tha Ares Divis ion or Senior Staffs to which support ie
rendared. Any files not depcribed in the schedule ghould be reportsd
tothasmmrnunﬂb(Ktumrﬂmawullummusﬁmrﬂmﬁrimﬂwﬂnn

‘2. Fils Break or Cut-Off. Azmmmk:umhmisﬁaﬁﬂstmmmthe

nnhwmsﬁmuihamnquﬂwmnme1smmeeﬁhd¢mnmdxumtuw
consuming than reliance on periodic scresning. The cubt-of'f yractice

also expadites reference becauss 1t Iimits the muber of papers that

nsad be sesrched. Datailled instructions for applying the cut-off
nmmﬂmm¢nnhetUmﬁ1nEhﬂhnk£mr&$$mtlﬁﬂmﬂ | STAT
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FILIXG GUIDE FOR CS SUFFORT
SUBJECT FILES
(supplement to | | STAT

The following is a list of primary subjects in this Guide.
appear on center guldes in the f£ile drawer
unless a Station or Area arrengement is desired.

ALLOWANCES MEDYCAL
AUTOMATTION PERSORKEL

BUDGET & FISCAL

PROGRAMS

CONMUNICATIONRS REGULATORY ISSUAKRCES
CENERAL ATNINISTRATION SECURITY
LIAYISOR PRATRIEG
LOGISTICS FRAVEL
3
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ALLCHARCES

1 Clothing Allowances

2 Representation Allowances
3 Special Allowances

h Standardized Allowances

AUTOMATTON

i Office Machines (General)

2 Work Methods

E Sourre Data Automation
Computers

BUDGET AND FISCAL {ACCOURTING)

1 Accounting {Genersl)

1-1 Delinguent Accounts

1-2 Imprest Funds

1-3 Settlement of Accoumts

1-Ii Shortages end Lossces

1-5 Trust Accounts .

1-6 Custody and Control of Funds

2  Authorizations (General)

2-1 Approving Officers _

2-2 Certifying Officers:
Budgets :

Advances

Avdit {General)

9-1 Auwdit Procedures
9-2 Awdit Reports

COMMINICATTONS

1 Cable Poliecies and Procedures
2 Correspondence and Pouch Procedures
3 Facilities

GENERAL ADMINISTRATION

Delegation of Authority
Inspections

Legal Matters

Hestings and Conferences
Organization and Functions
Recoyxds Management

O O= WV W
=1
1
;
i

OWA £ IO

5
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LIAISON

i
2

i

bl
Y2
5
=1
5-2
-3

Military Services
Civilian Agancies

Furnlture, Furnishings, Supplies
Housing Overseas
Utilitias Ssrvices

MEDICAL

¥adical Emergencies
Ovarpozna Modical Benefits and Facllities

AT 210 SBERREAL. WBP A0¥8¥005R000200010004-8
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FROGRAMS

1 Administrative Plang
2 CB Flaming Systen

R Opexational FProgrems
Project Freparation end Approvel
REGULATORY ISSUANCES

STAT

STAT

TRAVEL

i Advances

2 Accounting

3 Bageage

L  Modes

5 Poxr Dien

6 Shipmant and Storags of Bffects
T Travel Orders

- ADMINTSTRATIVE - INFERNAL USE QELY
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SUBJECT INDEX
éﬁ

% Re
Mithortoations (General)
Atomstlon

Avards

, File Dssimation

PUDGET & FISCAL 1
BUDGE? & FISCAL 1-3
BODGET & FISCAL 1-5

ADMINISTRATIVE - INTEHBAL USE OMLY
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Subject:

Credit Union
Currency Conversions
Custody and Control of Funds

Damage, Froperty
Delegetion of Authority
Deliquent Accounts
Division Issuances

Emergency, Medical
Emergency Plans

Facllities, Commmications
Pacilities, Overseas Medical
Fiscal Annexes

Fitness Reports

Funds, Custody, and Control
Funda, Ymprest

Purnishings

Furniture

General Administration

Hours of Work
Housing

Inprest Funds
Inspections

Internal Training

{continued)

8

PERSONNEL, 1-2
LOGISTICS 5-2

BUDGET & FISCAL 1-2
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Subject ﬁ s@ﬁ on

Y
Leave

Legal Matters

Liakson
loss, Property

Marriage

Medical

Medical Emergencies
Meetings and Conferences
Hemorandum Receiypts
Military Personnel
Militery Sexvices, Lialson
Modes, Travel :

Office Machines _
Opexetional

Organization and Functions
Outside Activities

Overseas Medical Benefits and Faclilities
Overtime

-P-

Pay

Payrolls

Per Diem

Personnel

Persomnel Operations (Geneyal)
Personnel Security

Persomel Services

Fhaysical Security

Physical Standards and Bwmluations
Position Analysis

Properly Acecuncabllity
Protection of Clagsified Materisl

9
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SECURITY 2-3
MEDICAL

MEDICAL 1

CENERAL ADBMINISTRATION L
LOGIBYPICS 4-1
PERSONNEL 2-5

TRAVEL 4
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Real Estate

Reassigment

Records Fawagement
Recrultment

Regulatory Issuaneces
Reproduction
Represeutaticn Allcmances
Requisitioning

Rest and Rehabilitetion
Retirement

Safety

Selary Advances

Salary Administration
Security

Security in Office Routine
Security Support

Securlty Violations
Sepavation

Settlement of Accounts
Shipment and Storage of Effects
Shortages and Losses
Source Data Automation
Special Allovances

Staff Isaumces

Tax Mattars

Travel
Travel Orders
Frust Accounts

Unlisted Telephones
Wilivies

Vehieles

Work Hethods

I0GISTICE 5

PERSOMNEL 3-6

TRAVEL
PRAVEL 7
BUDGET & FISCAL 1-5

SEQURITY 4-4
LOGXSTICS 5-3

IOGISTICS 1

AUTOMATION 2
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GENFRAL DISPOSTTION SCHEDULES WITH PILING GUIIES

She following table of contents is arranged by the function and
category of files and the schedule item number.

T OENZRAL ADWINISTRAYIVE FII8S - = = = = = = = = = = = = Pg. 12

1. Bupport Btaff Subject Flle
2. Btation Subject File

3. Regulatory Issuances

L, Chrono Files

5. Mail Control Reeoxds

6. Cryptic Reference Files

T+ Reference Publications

8. Working Piles

IT PERSONMEL - ~ = =~ = = = = = ~seerececac--= Pg 2

1. Subject Files

2. Personnel Folders {eoft)
3. Card Files

k. Persomal Papers

5. T/0 Files

Approved For Releas&2052158/58*

1. BSubject Flles
2. Clearance Files
3. Cover Files

IV BUDGEP AMD FISCAL ~ = = = = = = = = = = = = = = = = = Pg. 16

1. Bubject Filee
2. Budget Files
2. Allotment Files

1. Bubject Files
2. Memoyanium Recaipts
E. Requisitions
+ Wable of Vehicular Allowance {TVA)
. HM Caxds

1
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010004-8
ADMIRISTRATIVE - INFEREAL USE OMLY



e

1.

2,

2

b,
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Description of Files

~of Filing

General Administrative and
Reference Flies

Support Staff Subject Files

These files ordinarily consist of
correspondence, memos, reports, dis-
patches, and cables relating to the
overall administyation of Division
or Staff support responsidilities.
Contents of the file relate largely

" %0 the implementation of established

policy and procedure. The subject
metter of the f1les varies but re-
lates cammonly to budget, fiscal,
logisbics, security, persomnel, and
training functions.
Station Sub. Files Files
These files contain coxrespondence,
reports, and coples of cables and
dispatches relating to the admini-

styration of Support functions for
stations and projects.

Regulatory Issuances
Copies of Agency regulations,

notices, Fandbooks, and othex
interml or extermal issuances.

Chrono Files

These files consist of extra copies
of in and out cables and dispatches

- (Administretive S and T), and coples

of outgoing corrvespondence. Such
files are mintained for comvenience
of reference.

8. Cables and Dispatches

b. Correspondence

Disposition ,

By subject (In
accordance with
Filing Cuide)

By country and/or
station and subject.
{In accordance vith
Filing Guide)

By subject and/or
nusber.

Chronologically

Chronologieally

Break files annually
hold 2 years, then
deatroy-

Break files annually
hold 2 years, then
destroy.

Destroy vhen super-
seded or no longer
needed for
reference.

Maintain 6 wmonths
level; destroy
earliest month upon
£iling latest month.

Destroy after 2
years.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010004-8
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6.

7.

8.
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Mail Control Reconds
a. T8 m

b. Secrst and bdelow logs

¢. Abstmact Slips

Cryptic Reference Files

- ¥Files consist of cross referenced

eryptonyms,
indicators of interest.

Reference Publication Files

Consiets of books; publications of
CIA, other govermment agencies or
private organizations; catalogs,
periodicals, maps, and similar
mterial maintained for reference
purposes.

Wm-gg Flles

Usually eonsists of Gocuments and

folders fram warious sources as well
as rough notes, drafis, forms, ete.,
accunlated and
separate from any flle system until a
specific job has been . The
collection my also include folders

dommnbatmmﬂycb&rgedwbofg

file system.

13

mintained

Humerically by
TS mmber.

By type and
chronologically
thercunder.

By sowrce and/or
chronologically.

In accordance with
the manditory CS
"four part breakdoun®

Maintained for
convenience of user.

Maintain for
convanience of user.

6" mqﬁ§4%(?&800200010004-8

Upon separation,
termimation or
transfer place card:
in imactive file;
hold 1 year and
destroy.

Destroy when super-
seded, obsolete, or
no loager needed
for reference,
except for lidbrary
material on loan
which will be
returned.

Upon completion of
a specific job,
return any loaned
documents to file
and destroy re-
meining papers.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010004-8
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directives and proosdural instructions
as well ag correapondancs, reports,
cables and dispatches. This material
relates to such subjects as '.E/O's;
position descriptions;

resasgsignmemts; vacancies; m:ri‘hnenb;
promotions, and other matters pertaining
to personnal adminigtration. Ordinarily
correspondance with Branches and other
headquarters components is £ilsd bere.

. Persounnel Folders (soft)

. Staff srployees and starl agents Alphsbetically

individual personnel folders maintained forwerd file to
by the Persomnel Officer for employees Records and Services
of the Avea Divisions. Filed here are Pivision, Office of
coplas of papsrs documenting all Personnsel, for
parsonnal sffecting the screming. Upon
individenl. Also present ave copies of transfeor scresn and
fitnoes reports, correspondencs, cahles forvexd to gaining
and pertaining to

training, proceszing, and travel of the

enployae.

These files ordivarily contain a copy
of the contract along with copies of
mmm,mm,mmm,
dispatches, and cables pertaining to

the employes and status of his ecutract.

(1) Type A Egloyes ' Upon terminetion

ADVINISTRATIVE - INTEREAL USE ONLY
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{2) A11 others

3. Fersomnel Card Files

a. Employes Records Caxds
{(Porm OF Ub)

A card is maintained for each

eaployee. Notations of all

parsoamel actions and completed

training are posted on this form.

b. Position Imventory Files.
Thepe files are ordinarily
maintained on 8F 74 aleng with
OF 4b shove. They provide a
current record of authorised
and established positions, both

£illed and vacant.
. Ce " Toeator Cexds.

These are IBM Cexds furnished by

- Office of Persoxmel for each
" emplayes. The cards bear hous and

L.

‘_mmmmm.
Personal Papers

By organizetion end
grade thareunder.

By organization and

Alrtebetically

Alghabetically by

Consists of personal papers held in rams of employes.

storaze for individuals who have
gone oversess. Thegs yapers are

~ the personal proparty of the

individual and no official O8 documents

.mmmmm.

=15

Upon termination,
screen out and

Upon intra-agsncy
transfer, fowvard
card to gaining
office. Destroy on

geparation or
termination.

Destroy on can-
cellation of position.

Return card to
Machins Reocords Div.,

a8 instructed thexreon.

Return to individual

overgeas. Thess filea
my also be stored at
the Records Canter
and recalled iodivid-
ually ag enployees
raturmn.

Approved For RelesgApRaaRifviCiA FiRBkiA IR8ERaRAF00010004-8
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T/0 Filas _
Conaists of recoxds relating to By subject
the steffing pettarn such as coples

ormma'r reportas '.'L'/Oehma
authorisations; sables,

A file of subject (in
ooxrespondence, reports, By J Gth

cables, and coples of internal and  Filing Quids)

other:cmsbmingmof
typs of cleerance.

Cover Files ‘

Consists of cards or other forms Alghebetically
bearing name of individvual, kind

of cover and dats of cover.

HUIGEF AND FIBCAL
Fiscal Subject Files

A general file of correspondence, By subject. (in
reports, memog, coples of accordance with

instructions and internal Filing Guids)

Destroy when super-
sedsd oxr obsclete.

Bregk files anmally;
hold 2 years, then

Dastroy after
ssparation.

Destroy after trans-
for or separation

Broak £iles at end
of each yeaxr; hold

for 2 years and

Approved For Release 2002/08/26 : Cﬂ}-%bP74-00005R000200010004-8
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2. Budget p{10B

These £iles ordinarily include . By subject Break files annually;
coples of instructions, narrative fiseal year. hold for 3 fiscal years,
and statistical statements or then destroy.

requirenents, copies of operatiomal
programs, preliminary estimates,
office estimates, copies of dudget
presentations and related work
papers. These are files that
accumulate during the prooess of
preparing Staff ani Divieion
bulget presemtations for the

Budget Division, Office of the
Comptroller.

3. Allotment Files

a. Copies of advices for head- By fiscal year and Break files annually;

quarters and the field. : allotment account hold for 3 fiscal
thereunder. yoars, then destroy.

b. "Blue Chip" copies of advices. By fiscal year. Same as above.

¢. Allotment control ledgers By fiscal year and Destray 10 years

showing cbligations, expenditures, country and/or after close of fiscal

and status of allotments. station thereunder. year involved. Break

files annually; hold
for 2 years, then
transfer to Records

Center.

4. Status of Allotments. These By fiscal year Break files ammually;
reports are prepared monthly and and monthly hold for 3 fiscal
forvarded to Finance Division. thereunder. years, then destroy.
Coples are distributed to Branches :
and the ﬁeld.

L, Obligation Files
a. Consists of copies of By fiscal year and Break files annumlly;
obligation documents such as allotment masber  hold for 3 riao?o,lu”
requisitions, travel orders, thereunder. Yyears, then destroy.
requests for payments and adwances

and related vouchers and supporting
documents used in accounting for

expenditures.

b. Other copies of cbligation Conform to office Destroy when
documents such as requisitions and practice. longer mededn:ur
travel orders mintained solely for reference.
conveniencs.

17
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These are mouthly IBNM runs
furnished by the 0ffice of the
Compiroller showing expenditures,

property issues, and cost listings.
Used in reconclliation of sccounts.

Payrolls

These are coples of IBM runs
furnished each pay perici by the
Office of the Comptroller.

Project Accounting Files

Contains coples of project
authorizations and correspondence,
dispatckes, cables, and related
yapers pertaining to the admini-
stration of project funds.

Station Accountings

Thease are monthly accounting
received from the field in
duplicate. Originals are
forwaxrded to Finance Division.

Imprest Mund ¥iles

Consists of coples of monthly
accounting made o Finence
Division and letters of instruc-

tions authmrizing expenditures
of funds.

Cvertine Files

Cortains reguests for ovextims
and reports of overtime worked.

Employee Accountings Files

These files are maintained to
record requests for advances,

paymeat of allowances, accountings,

travel orders and other financial

transactions affacting individuals.

By Fiscal year.

By fiscal year and

Break flles annuallys
hold for 3 fiseal

years, then destroy.

Destroy at the end

allotiment mmiber and of fiscal year.
pay period thereunder.

By allotment account Place terminated

nurhae.

projects in inactive
file; hold 1 year
and destroy.

By fiscal year and Break flles anmwmlly;

¢thereunder
and/or station.

By month.

By fiscal year and
pay periods.

By fiscal year and

alphabet
ibetieally

18
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by eountry hold 3 fiscal years,

then destroy.

Destroy after aulit
and clearance.

Break files &
hold 1 fiscal year,
thon destray.

-
»

Destray when no

longer needed for
reference. Do not
retain after separation,
termimition, or transfer.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010004-8
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on cards or in folders contsaining
extya copies of obligation documents
and cover Staff employees, Staif
agents, and contracy employees.

LOGISTICS

Logistics Sublect Files

A general file of correspondence, By subject (In
reports, coples of cables and dis- accordance with
patches, copies of inmstructions and Filing Guide)
internal issuvances relating %o admini-

stration of logistics support functions

at headquarters and in the field as

well as those of the SBection.

Ordinarily, correspondence with Branches

and other headquarters compozaents ie
£1led herg.

Memorandum Receipt Files

a. Signed copies of Memorandum Alphabetically by
recelipts for non-expendable name.

property.

. Copies of Consolidated Alphabetically by
Memorandum Recelpt Listings station.

{IBM) furnished by Office

of logistics.

Requisition Files

e. [ |Requisitions Wumerically by
Consists of coples of field station allotment
requisitions and shipping documents aumber.

furnished by the Office of lLogistics.

b. Headguartors Requisitions Fumericelly by

Copies of requisitions prepared roquisition mumber.

by the section for headquarters
erd field.

Table of Yehicle Allowance KTVAQ Flles

Contains teble of wehioular allow- country and
euce for stations and projects. o far
Included are coples of Justifi-

thereunder.
cations and authorizations. '

19
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station and project

Break files annually;
hold 2 years, then
destray.

Destroy after turn
in of property.

Destyoy when super-
peded.

25X1A6B

Break files annually;
hold 2 years, then
destroy.

Break files anmally;
hold 2 years, then
destroy.

Dsstroy when super-
seded or cancelled.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010004-8
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5. Property Caxd File

.

These cards are used to conbrol Adlphabetically by Destroy card with

issue and stock levels of non- nane of equipment. zero balances after

expendable items. Shows to vhom confirmtion of CAR

item 48 charged and where the (Consolidated Memo-

balance on band. randum Receipt) report.
20
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A CHECK LIET FOR CGNVERTIRG YOUR FILES
0 A
SUBJECTY NMERIC FILING SYSTEM

Your f£iles remein arderly and useable during this entirs conversicn.
Ihase One usually can be secomplished in en howr with an average Office’s
filas

m.thmmsmmmammatammm
interrupting the O0ffice use of the files.

PHASE ONEw--SEPARATING

1. Emmine ths falder labels used for your files.

2, Make a note of those subjects that are used in your files and are
algo listed as Primary Subjects on page 3 in the Guids.

3. Make up & f£ile guide card (center pogition) for esch Primary Subjsct

usad.
L, Arrangs thess guide cards alrhabetically in an empty Grawer.
5. PFPrepare ‘o separate current sctive filess from none-current insctive
files. (In mosi cases current f£iles ave thoss for the current year.)
6. Take one folder at a time and note its contents in general. Is
1t active? .
(- Flace each curyent active folder, AB I8, bdehind the guide card thet
best identifies ite comtenta. (Don'™ worry Jjuet now sbout
a fow inactive pepsrs that are still in soms of these folders.)
8. BRach folder of non-current records remains, AS I8, in the old file.
(Bave a card on hand o mark your place in the drawer during

interruptions.
9. ¥Yollder by foldsr, mrkmuruaythrou@ymentmfue_.

(You now have en Active and an Ivactive File. The Active File folders
are in ralated groups behind nev suids cards. The Inactive File
remains ag is, unchanges and available, but it could bs put out of
your way into a lowsr, less used, £ile drawer until retired to the
Racords Center or destroyed.)

FHASE TWO~=-REFINING

Tou will £ind your new ssparated files are more effiolent, howsver, they
can be even betiter. Your next step is to make new folders and refine
your £iles.

1. FWirst you must decide the sscondary breakiowns your folders will need.

. Take one FPrimary Subject at a time. Reed the sescondary breskiowns
listed for it in the Filing Guide. Make & 1ist of those you will need.
(For example: Behind the gnide lebeled PERSCHNEL you peobsbly have
savaral folders. It will be assier to £ind records if esch falder is
given its secondary classification, e.gz., PERSOENEL, Awards.)

.mﬂ
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3. Prepare labels for the new file folders you will peed. Some subjects
need only a primary folder with no secondary. Soame will be 80
large as $0 need a secondary and perbaps even a tertiary breakdown.

4. Work om only one Primayy Subject at & ¢ime. Review the contents of
each folder. Is the paper cuwrrent? Is it related? Is a cross

reference needed?

5. Pubt the current material into the proper new folders. Transfer non-
current records back to the old irvactive file. Destray all

unneeded duplicates.

6. Contime this review and refining action as quickly as possible in
each subject estegory until you have reworked your entire file.
T- &keanhiexotaubjeetainyourmrﬂeandkesyammthe

Iront of your dwawer.

A good Cross Index is necessary to insure the counsistent classification

and filing of your Office records. Such an

Index is mandatoxy during

absences and when more than ohe person works with the £iles. By adding
a few euntries, conceraing those recowds unigue to your office, to the
Indexinthabackorthe&zidefor&:baectﬁungitmwnserveas

a Cross Index for your Office files.

FPHASE THREE~---IHPROVING

PROBLEM 70 L.OOK FOR FOSSTALE SOTLSPTON
1. Insufficient guides 1. Mske guide cards for every primary

2. Broken tabs 2.
3. Mtissing or poor or woo .
small a label on drawey 3
or folder.
4. Little used folders with L
only one or no paper in
them.
22

and the larger secondary subjects
oxr groups. Caxrd Files average a
guide per 30 cards. Corve nee
Files average a guide per 6 %o 10
folders. Sometimes a few less

guldes depending on use of file and
g008 conzon sense.

Replace guides and folders having

bent, broken, or difficult to reed
titles.

Make drewer labels with large print.
Iabel every draver and every folder
uniformly. Security can be precexved

and still have & good helpful drawer
label. ?

Never keep empty folders in a file.
Use general or miscellaneocus folder
for one-time iteme. Create new file
folder after accumulating 7 to 10
items on same subject. '
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PROBLEM TO LOOK FOR

b

6.

Te

8.

10.

1oose papers with no
folder behind guides.

Bulky folders sagging
low in &rewer.

Poor distribution of
folders.

No flexibility for

growth or removal of
obsolete material.

Variety of indexing
rales In same file.

Poor Index

ADMINISTRATIVE - INCEREAL USE OHLY
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POSSYRLE SOLUTION

5.

6.

T.

8.

.

23

Alweys use folders for efficlency
and security. Loose papers slide
under other folders, get dammged

and disorganized. Avoid variety

of folders and label styles.

Put large groups in two or more
folders. Break files anmmlly for
better control and easier handling.
Elimimate duplicates.

Don't crowd file drawers. Leave
room for operation and expansionm.

Change your old file system if your
records of today make it obsolete.
Use yowr Records Control Schedule
to purge your f1les of inactive
recoxds for retirsment to Records

Center and obsolete material for

destruction.

Be consistent. Keep arrangement
unifom throughout for fast filing
and recovery of papers. Date files.

Alvays make an index of subjects
for your file. Keep it in front
of drawer. Make it comsistent with
foldey titles. Arrange and cross-
index 1% in keeping with office
needs and to cope with the style
filing requests you receive.
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